
CLAIMS PROCESSING

DOCKETING THE CLAIM

1. Select BANKRUPTCY from the Blue Bar Menu.

2. From Bankruptcy Events, select File Claims. 

3. Search for the Creditor. Enter the case number and creditor name. Select Next.

4. If there is more than one case with that number, select the correct case (BK for Claims):



5. If CREDITOR ONE is on the matrix, the name should appear in the drop down list.
Highlight and select it. If not, add the creditor.

6. Add the Creditor to the case. The program will prompt for the case number, then the
Add Creditor(s) screen will appear. Fill in the boxes, select Type = Creditor. Select “Last
Entry” if this is the only creditor you are adding. Click Next.



7. A confirmation message that you are adding one creditor appears. Click on Submit.

8. The Creditors Receipt is displayed. Select File A Proof of Claim.

9. Search for the Creditor.



10. Select the creditor from the drop down list.

10. Complete the information for the Claims Register. Use the Amount Claimed fields. The
Total will compute. Note if it is an AMENDED or DUPLICATE Claim. 

11. If the claim is filed by the Debtor or Trustee, note that in the “Filed By” field.



12. After clicking Next, browse to add the .pdf claim. Double click the file to attach it.

13. Click Next.



14. The Notice of Electronic Claims Filing will display to show the successful filing of the
claim.
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